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Introduction
What is USIIS?

The Utah Statewide Immunization Information System (USIIS) is a confidential, computerized
information system that contains immunization histories of Utah resident’s.

USIISis astatewide, public and private immunization registry that was created to help heath-care
providers with immunization information for patient care, including tracking, recall and reporting. Only
authorized health-care providers, health insurers, schools, day care centers, and publicly funded programs
such as Women, Infants, and Children (WIC) and Medicaid have accessto USIIS.

What will the WebKIDS User’s Manual teach me?

WebKIDS is auser-friendly database application within the USIIS program. Most of the application is
self-explanatory and requires little instruction. However, there are afew aspects of the application that
are unique and may require some further instruction. The following introduction and subsequent chapters
will describe the general idea of the application along with examples of actual screen graphics and
instructions.

About this Guide

Each chapter will provide an overview and instructions explaining certain sections of the application.
Actual graphics taken from WebKIDS will help illustrate situations you may encounter.

Note: The graphics within this user’s guide will help illustrate the accompanied written instructions.
The text in the graphicsis not to be copied or used for actual use. They are for instructional use only.
If you are experiencing difficulty understanding or getting the database to function properly, please
call our Technical Support HelpLine 801-538-3400 or 800-678-3440. (Contact information is located
on the USISweb site: www.usiis.org. Click on Technical Support located on the top, left of the
screen.)

The purpose of thisguideisto help al userslearn to use the WebK DS database effectively and
efficiently. To help ensure you don’t missimportant points, you may see the following:

Note: Notes contain additional information to help you perform the task being described, and
will beidentified in this format.

Tip: Tips provide information about performing tasks or offer different options to perform
tasks, and will be identified in this format.

Some graphics will have circles, arrows or other distinguishing marks to call attention to certain areas of
the program’ s screens.

Last revision March 28, 2003 WebKids User’s Guide 7 of 68
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Section 1: Terms You Should Know Before You Start:

The following terms will be used throughout this user’ s guide. It is suggested that you become familiar
with each term, as they will be used in explaining sections of the application.

Button

A button is usually a square box with a name that describes the function. For example, the Provider or
USIIS Search buttons allow you to search for a particular patient.

Pruvideraearchl LSS Search |

Figure 1: Example of buttons

Cell

A unit formed by the intersection of a column and arow used to organize information. Information is
summarized and accessed by locating and clicking in the cell with the appropriate information.

LIGIIS I Lasi Hame First Mame

Figure 2: Example of cells

Dialog Box
A box that appears to present information or request input.
| I =
= hn@Eipniy e wIu BT rrTEs _I
=
(3 |

Figure 3: An example of a dialog box

Last revision March 28, 2003 WebKids User’s Guide 8 of 68
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Drop-Down Box

These fields have alittle arrow beside them. Click on the arrow and alist of various options will
appear. Click on the relevant choice and it will appear in the field.

S T LASE j Rekas
[ITAH Ay

Figure 4: Example of a drop-down box

The “Dashboard”

L ocated at the top part of the screen where the content stays the same as you switch through each
screen. Y ou will notice that thisis the patient identifying information. The “ dashboard” will only
change to accommodate different buttons for different screens; otherwise, it will look the same
throughout the program. Y ou cannot edit information on the “ dashboard.”

S Ch Walue Fatient I} LIS D
| | | | Aeet |
Tmraiet
L Maie Fied M MikSa M. Sulf:  Bath Dade EEH rE Mlodtid's Fie Pelodbuid's Wlaadan
] ICEOaG ru

Figure5: The“ Dashboard” Screen

Optional and Required Fields

In database management systems, afield can be required or optional. A required field is onein which
you must enter data, while an optional field is one you may leave blank. Required fields are identified

by red text.
1
Lazsk Mame First Mame Hiddia M. Syfix Birfh Dabe BEH
[WioLE3E {MINKY [ [ [DBmEz000 |

Figure 6: Optional and required fields

Patient ID

A unique identification number assigned to a patient by the patient’ s clinic. This number is only used
to identify a patient within asingle clinic’s patient population. An individual will likely have a
different Patient ID for each clinic at which he/she received immunization(s).

Fatigr I |

Figure7: Patient ID field
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Radio Button
A radio buttonisa“round” check box.

® -FDF
" HTML

Figure 8: Example of aradio button

Screen
Each screen performs several different functions. See each chapter for a graphic of the featured screen.

Pkl Wl Aga: 2veard 10 WEwnE | ] Pakun 10 |ﬂﬂﬂ-l- LUSIS IO [10451588

Bawve | Digoars Chnic ATlaion | Dllm-'-nhFln'.nr\uI- Aesa I

Ciemger

Lazi Hame FrsiFisme Wddle W Sefa  Zan Dele EEM " Mairars Faml Moy Waiden

ITEIEE [mrey [FLOWEF | [feo&zan  [sceeSerse ﬁ- [ [oEE

Falanl 1 Biddls Hams Bijffw Ciendsr  EhH EHHAEs HEiden

[FLowerR [ [F [=] [s5eamarza DCE

Etraml |132FANYETREET Wiy Elalus
iy |arwWHERE Facw
Camimsns

e [UT ] 2w [Ba0aT ERnuil | i i -
Fhosa [S555555 Confidentai fag [ha_*] ﬁrﬁ““ﬂ'iu“;““mnm j

i [3 ,.5p:|_T|:l.|-::_5;| Faliasa Dala reseferd her gt
et St |CA {CALFORNY = i'wye 7] [0
L —I s Hinmywac mad inal =5 had i ges
Prowizer [BOR [UziE FRoCRR v =

Motrars Lagl |WlUSE Famer's Last [WOUSE  Crardas's Lasl
Hth=ir= F sl Falers P JOEN Didnkana Vgl
Mothers Midde Fatheramiadie | = Cumndan's Midde
Minthers BEH FamarsEeM | Cuasdians BEN

Lrgoad | PatSearch| o oo [ocmmPwy] wmon | SSEGES] Foeces |[JIERENIN Ropor | Aomi |
Figure 9: An example of a WebKIDS screen

Sana Faminoar Camn | 'l

nnn

NE

Screen Tabs

The small color-coded sections at the bottom of each screen identify a particular screen. Tabs are an
easy way to see al the available options.

Logun |t semen| oo [ e |SESSSEN oo [SESNGNEN Gosor | same

Figure 10: Example of the screen tabs

USIIS ID

A unique identification number assigned to each patient by the USIIS database. This number identifies
apatient’s record in the main database accessed by authorized providersin Utah. An individual should
never have more than one USIISID.

SIS 1D I

Figure11: USIISID field
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Section 2: Database Records
When entries are made into the WebKIDS application, they first are saved into atemporary Web
Record. At the end of the day, those entries are saved into the permanent USIIS database. When the
same patient has been entered twice with similar but different name(s), an Alias Record is created in
the USIIS database.

Web Record

The Web Record is atemporary record for recent data or new saves for a patient. Thisis marked with
a“W.” TheWeb Record is|oaded into the central database daily and later will be merged with the
Central Record.

USIS Search Results

LISIS D Lz
I
| |
| | |
[ [

Flgure 12: Web Record identification

Central Record
The Central Record is arecord that has been previously saved in the USIIS database. Thisis marked
witha“C.”

Provider Search Resulis

—~Fat 1D Las
| (c[pagag s
I

Figure 13: Central databaseidentification

Alias Record

When the same patient has been entered twice with similar but different name(s), an Alias Record is
created in the USIIS database. Thisis marked with an “A.” Both the Alias Record and the Central
Record will have the same vaccination information for that particular child.

USllS Search Results

LSS 1D Last Mame
I(lcN0307756  |REMTERIA
I\J&a 0307756 |RENTERIA
| | |

Figure 14: An example of an aliasidentification

Last revision March 28, 2003 WebKids User’s Guide 11 of 68
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Section 3: Avoiding Duplicate Records

In order to avoid duplication of patient records it is highly recommended that you review the following
WebKIDS data entry procedures:

Please search for a patient using the name as it would appear on the birth certificate. This
will help avoid entering duplicate patient records.

If you are entering a patient into WebKIDS for the first time, please use the full legal
name (as it would appear on the birth certificate).

Please enter al known information, especially the patient’s address and phone number.
This helpsidentify patient records when we get them from different providers.

If the patient does not have a middle name, please leave blank.
Please enter the mother’ s maiden name accurately. If it is absolutely impossible to find out
what the mother’ s maiden nameis, please enter “unknown” in the Mother’s Maiden name

field.

If the mother’s maiden name is the same as the mother’ s last name, please enter the last
name in the mother’s maiden name field.

Please make sure your patients have unique patient ID’s for your clinic.

If you find duplicate records in USIIS for the same patient, please let us know and call the
USIIS HelpLine: 801-538-3440 or 1-800-678-3440.

Last revision March 28, 2003 WebKids User’s Guide 12 of 68
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Section 4: Computer Requirements
Make sure your computer has the minimum PC specifications:

* Pentium processor

» Microsoft Windows 98 or higher
» 128 MB of RAM

» Adobe Acrobat 5.0 or higher

» Java Runtime

* Internet Explorer 5.0 or higher with access to the Internet

If you have any questions, please call USIIS HelpLine: 801-538-3440 or 1-800-678-3440.

Last revision March 28, 2003 WebKids User’s Guide 13 of 68
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Chapter One: Getting Started

Overview

In this chapter you will learn how to locate WebKIDS on the Internet, login to WebKIDS and see what
the application looks like.

Welcome to WebKIDS!!

Last revision March 28, 2003 WebKids User’s Guide 14 of 68



Chapter One: Getting Started

Section 1: How to get to WebKIDS
Y ou must have an Internet connection to access WebK IDS.

To locate WebKIDS:
Open your web broswer, type in www.usiis.or g in the address bar and press the Enter

1

key.

When the web site appears, click on the WebK DS icon (see Figure 15). The WebKIDS

Login screen will appear.

USI IS Web Address

,_|_

|.|u " inlima e Byulae

e T T R

WebKids I con

1 B TERE BTNy AN TN Liy] W [T BN M TR T

Figure 15: The USIISweb site and starting point to access WebKI1DS

Last revision March 28, 2003 WebKids User’s Guide
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Section 3: Logging onto USIIS

To protect the security of immunization data, you are required to enter aprovider ID, logon ID and a
password before you can access WebKIDS. The USIIS program will provide you with this
information.

To login to WebKIDS:

1. Enter the provider ID inthe Provider field. If you don’'t know your provider 1D, you can
find the name in the drop-down box next to the provider field.

Note: Use the mouse or Tab key to move through the fields.
2. Enter your user Logon ID (thisis acase sensistive field).
3. Enter your Password (thisis a case sensistive field).
4. Click onthe Login button or pressthe Enter key.

» If your log in was successful, the Patient Search screen will appear.
See Chapter 2: The Patient Search Screen.

» If you haveincorrectly logged in, reset the fields by clicking the Reset button and
retry the login process. If you continue to have problems, contact USIIS HelpLine
at 801-538-3440 or 1-800-678-3440.

Frovidar. || [ =
Lagan |0 I Lagin I
Password | Reset |

varsion: 07 0i-20-2002

Figure 16: TheLogin Screen
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Section 4: What does WebKIDS look like?

Though each screen has a different function, they are designed to have afew features that are
consistent throughout the program. After you login to WebKIDS, you will see the Patient Search
screen appear. Each screen has a color-coded tab at the bottom of the screen. After a successful patient
search or addition of anew patient, the tabs will become highlighted. When you click on atab the
corresponding screen will appear in the color of the tab. For example, a green tab would have a green

screen.

How to navigate within WebKIDS

1. With the mouse, click in the field or use the Tab key to move to any field. (The Enter key

does not move the cursor.)

Note: After you enter the patient information, the buttons that are highlighted in black text are
now ready to use. After atab is clicked on, the screen will appear and the tab will become

grayed-out. See Figure 17.

Search Wakie Paten D | LEasE D | D
| | Aeie 4
el Fimrres Firg| Hmme Middl= W Bufls Bt Des 258 ;:"1-' Warhers Firsd Wothers Makisn Dashboal’d
[ | | [ [ | e
Privdile Seaich Resshs I i
Pt 10 Laik Kaimd Firsl M Wil W Bn Ciale £ Ban W% Forw] S i
[T | | | | =] |
| A =R | | | | | | |
| LK | | | | | | |
1B | I | | | | |
= | | | | | |
0= | | | | | | |
] | | | | | | | G
LSS Serinl o Rorislts > reen
Screen
LIGAE I La=i kame Fij=t R i gdi= Same B Dal= San  Wpthers Fred

ERA | | | | |
| | | | | | |
| | | | |
iy | | | | |
Elq | | | | |
| 11 | | | | |

11 | 1 | ey

@ T o [ e

*+— Agreentab
Figure 17: A screen shot of thefirst screen after you successfully login
Search Wakss L] Falignl I |I LUSEs D |
| | __ Resst |

l‘:-'”'l s Fieal Plame MWiddis M BT B Doals BN MOTr s Fital
I\—< I I IEEEE I

Red fields are required /

€ ) Button
Radio button

Figure 18: Example of the “ dashboar d”
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Chapter Two: The Patient Search Screen

Overview
The Patient Search screen has four functions, they are:

1
2.
3.
4.

Patient ID Search
Provider Search
USIIS Search

Adding a New Patient

The Patient Search screen searches for patients previously entered into the USIIS database in addition
to creating entries for new patients. The Patient ID and Provider searches are used to |ook-up patients
entered into the database by a specific clinic. The USIIS search is used to look up patients who may
have been entered by another clinic. A new patient may be added only after a USIIS search has been

attempted and not found.
All of these functions are explained in detail in this chapter.

Search Vake . Paeric [ wemsip[
| | ! Resel |
(kanided
Lagl Name Firsl Mame Middle M. Bufie  Bih Dale B8N e F Mather's Firsl  Woers Maiden
I I I I [T | ' I
Primader Search Besulls [ |
Pl 1D &gl Hame First Mame Mid. k. Birt Diale SEH S M'=Firsl  Ws aicer
[ [ | I [ | | | I |
||| | | | | | | | |
|1 | | | | | | | |
o | | | | | | | | | |
||| | | | | | | | |
| || | | | | | | | |
I | | | | | | | |
USHS Seaich Pasulls
LISIS |D Larsl Mame Firsl Mame Middle Mame Birlh Dabe Sew  Wolhers Firgl
[ 1 | I | I | I
|1 | | | I | |
| 1| | | | I | |
| 1| | | | | | |
I | | | I | |
[ 1| | | | | | |
[ 1 | | | | | |
Cogou_Jr seaun | 7o o TN [ - W pamin_|
Figure 19: The Patient Search screen
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Section 1: Patient ID Search

The Patient ID search allows you to search for a patient within your clinic by using apatient’s ID
number.

To perform a Patient ID search:
1. Enter the patient’s ID number in the red Patient 1D field; thisfield is case sensitive. With
the cursor in the field, pressthe Enter key.

2. The Patient Information screen will automatically appear with the patient’ s information.
Please check the patient information to make sure the patient you intended to locate is the
one on the screen.

PatientID (998877

/

Notice the cursor is still in the Patient | D field

Figure 20: The Patient ID field

3. Please see Chapter Three: The Patient Information Screen.

Last revision March 28, 2003 WebKids User’s Guide 19 of 68
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Section 2: Provider Search
The Patient Search alows you to search for a patient within your clinic by using the last and/or first
names of a patient.
To perform a Provider Search:
1. Typethe patient’s Last Name and/or First Name in the correct field(s).

Tip: For individual clinic searchesit is possible to use“ %" for wildcard searches. For
example, if you are unsure if patient’s last name is Johnson or Johnsen, you can type in
“JOHNS»%" and get a list of all matching clinic records with a last name that begins with
JOHNS The % wildcard may be used in any part of the name.

Gamch Vshw Tl || LS 0 |
| | Fean |
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Figure 21: Search Valueentry fields

2. After you have entered the patient’ s name, click on the Provider Sear ch button. The
patient's name will appear in the Provider Search Results section. If the patient’ s record is
not found, go to: Section 3: US 1S Search.

| I— =

[ im p ey g et

Figure 22: If the patient is not found in the Provider Sear ch, this dialog box will appear

3. Clickinthecel, that has the correct name, to open the patient’ s record. The yellow
Patient I nformation screen will appear.

Frorarws Searr i Fasanien
. I | mwefiar Ewi bl i i R e Migde SR B Wy Flogl Wy MY
ﬁ [eiEE (R o] [

Click in the cell that has the patient’s name to open the patient’s
record.

Figure 23: Click on the patient’s nameto accessthe Patient I nfor mation Screen
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Section 3: USIIS Search

After you have completed a Provider Search and have not located the particular patient you were
searching for, the USIIS search may be used. A USIIS search looks for patient information that was
previoudy entered into the USIIS database. If you know a patient has never been to your clinic, you
will need to do a USIIS search first.

Note: The USIIS search looks for an exact match of the patient’ s Last name, First name and
the Birth Date as it appears on the birth certificate.

To perform a USIIS Search:

1. Enter only the Last Name, First Name and Birth Date fields, as they appear on the
patient’ s birth certificate, and pressthe Tab key or click in another field (this will activate
the USIIS Search button). Once the US| | S Sear ch button is highlighted (activated), click
on it to start the search.

Note: The* Birth Date” format can be entered as mmddyyyy or mmddyy. As a shortcut,
WebKIDS automatically inserts the dashes after the date has been entered.
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Figure 24: Patient Sear ch fields

2. If the patient’ srecord isfound, click in the cell of the patient’s name to open the record.
Theyellow Patient Information Screen will appear.
Note: If the patient information is not in the US 1S database and the dialog box in Figure

26 appears, the patient may be added to the database. Please see Section 4: Adding a
New Patient.

LIEES D Lani Ksmip Fami Hamg Midis Marre Erih Tisks Sy EgherETirE

ST TR CETH IS RhT | (LI IF

|
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Click in the cell that has the patient’s name to activate the Patient
I nformation screen

Figure 25: USIIS Search Results
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Figure 26: If the patient is not found in either search, thisbox will appear
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Section 4: Adding a New Patient
If aProvider Search and USIIS Search are both unsuccessful, you may add the patient as a New
Patient. When entering a new patient record, note that the information you used to search for this
patient is already displayed: Last Name, First Name, and Date of Birth.
To add a New Patient:
1. After an unsuccessful USIIS Search, check to ensure the patient information that was

2.

3.

entered is correct. If it is correct, click on the Add New Pat. button.

Click Ok and the Patient Information screen will automatically appear with the patient
information you entered in the Search Value section.

FE— x

-— To save the recard of this patient, you must have a ;I
Fatient 1D assaociated with your clinic. You must enter and
zave the Patient ID an the Patient Infarmation screen.

Figure 27: Thedialog box that promptsthe entering of the Patient ID number.

Assign and enter a Patient | D number (thisis aunique number that identifies only this
particular patient). See Chapter Three: The Patient Information Screen for more detailed
instructions about the Patient Information Screen.

Before you can save the record enter the M other's Maiden name (type “UNKNOWN”
only if mother’s maiden name is absolutely not known). In addition, enter al the
information you have for this patient, especially the gender, address and mother’s and
father’s names. It is recommended to enter as much information as you can when creating
anew patient entry. Having a more complete record will decrease the likelihood of
duplicate patients in the database.

Patier Info, Apa: 2 Years 10 Warhs E gl nit 1D |.'-':IE':I':I LI 1D (10451 546

e | Oeteie Cink smaios | | =
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Figure 28: Entering therequired Patient ID and M other’s maiden name
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5. Click on the Save button to activate and save this new patient entry.

-—-- Patient information has been saved successiully. ;l

Figure 29: New Patient saved successfully

6. After the patient’ sinformation has been saved you may view and add information in any
of the activated tabs and corresponding screens.
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Chapter Three: The Patient Information Screen

Overview

The Patient Information Screen is used for entering and viewing patient information. Most fields are
self-explanatory and should be completed as much as possible. (The fields that are highlighted in red
arerequired and must be completed before the patient’ s information can be saved.) It isimportant to
complete as many fields as possible to create a detailed record.

The Patient Information Screen has these main functions:

1. Entering, Editing and Saving Patient Information
2. Deleting apatient’s Clinic and Web Affiliation
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| Dsd i Clied ¢ & babion I ' B o I REEL] |
Lasi Hama First Mams Wigdo M Sufik Birth D 85M 'f;"'"""' Miother's First Mothar's Madan
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Figure 30: Patient Infor mation Screen
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Chapter Three: The Patient Information Screen

Section 1: Entering, Editing and Saving Patient Information
Accurate patient records provide clinics with up-to-date immunization histories and important family
information; thisis especially important to identify patients.
Entering the Patient ID
A patient’s ID number must be issued before the patient records can be saved.
To enter the Patient ID number:

1. Assign and enter apatient ID number (thisis aunigue number that identifies only this
particular patient) in the Patient 1D field.
Note: Usethe Tab key or the mouse to move between fields.

Patient D |QQQQDS||E ID |10451546

Celete Yweh Record Feset

Figure 31: Patient ID field
2. Click on the Save button to activate and save this entry.

Entering and Editing Patient Information

In the Patient Information screen, existing patient information may be updated and new patient
information may be entered and saved. Each time arecord is saved, it is placed in the temporary Web
Record and is updated at the end of the business day. The Web Record is loaded into the Central
Database and becomes permanent. If a mistake has occurred in any of patient’s record, the best time to
delete and correct the issue is when the information is saved as atemporary Web Record. Please check
all entries before saving to ensure the patient information is correct.

To save changes and/or additions:

1. After entering in new and/or updated information, (you will need to include the mother’s
maiden name or type in “UNKNOWN” if the name is not known) click on the Save button

to save the changes.
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Figure 32: The Patient Information screen
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Section 2: Deleting a Patient’s Clinic and Web Affiliation

Deleting Clinic Affiliation

If apatient isno longer a patient at your clinic, you may remove their record from your clinic's active
records. This may be advantageous if you do not want this patient counted in your immunization rates.

To edit a patient’s Clinic Affiliation:
1. Click on the Delete Clinic Affiliation button in the upper part of the screen.The patient’s
information will remain in the USIIS database, however, you will not be able to find the
patient using a Provider or Patient ID search.

2. Figure 33 will appear. Click Ok and the Patient Search screen will appear.

- W2 a1l o OF Wds ama i walh yir dink: Fes Baan _|
emaved successiuly.

)

Figure 33: Dialog box that appearsif the deletion has been successful

Deleting a Web Record
If there are multiple mistakes on a patient’ s record that has been recently created and saved, you may
want to delete the web record and start over. This may be done only if the record was created and
saved in the same business day. Thiswill delete all patient or immunization information you have just
edited and/or saved.
Note: Web Records only last for the day it was created. The database is updated nightly
and all Web Records become a part of the Central Records.

To delete a patient’s web record:

1. Click on the Delete Web Record button in the upper part of the screen. The dialog box in
Figure 34 will appear and the Patient Search screen will appear.

— [l pdlahl inos] ik S diEd SakrEcTlil |
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Figure 34: Dialog box that appearsif the deletion has been successful
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Chapter Four: The Physician and Comments
Screen

Overview

This screen is used to enter comments regarding a patient record. The entry of thisinformation is
important for other clinicsto view in case there are patterns of illness and/or other patient issues that
should be noted.

This screen performs these main functions:
1. Entering, Saving, and Deleting patient comments
2. Entering and Saving physician information
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Figure 35: The Physician and Comments screen
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Section 1: Entering, Saving, and Deleting Patient Comments

The Patient Comments section is used to enter comments that a staff member or physician may have
about a patient. These comments may be shared with other providers or viewed only by the clinic that
entered them. This comment section is helpful to inform staff of any special needs that a particular
patient may require.

To enter patient comments:

1

»

Type the comments in the section called Patient Comments. See Figure 36 for an example of
atyped comment.

Fatient Camments

|LJ8II8 FROGRAM SharEINn vI

Minny was afraid of receiving her shots and needed ;l

extra care| <«—_ Typecommentsin the
white space

Figure 36: Patient Comments section

Choose No or Yesin the Shar e drop-down box to share or unshare patient comment
information:

* If Yesisselected, the comment may be viewed by all other providers
* If Noissdlected, no one but the clinic that entered the information may view the
comment.

Click on the Save Comment button to save.
Once a comment has been saved you will seeit appear in the cells below. See Figure 37.

To view a particular comment, click in the comment cell and it will appear in the Patient
Comments section.

Patient Comments

LISIE PROGREAM Share|'e: 'E

Minry was 3 good il when she raceived her Shot—r= | . Select No or Yesfor
sharing patient comments
with other providers

# Saved comments

«— appear inthecells
: chronologically

. Dale Comment

l1oi24r2002  [Minmywas mad that she
1002412002 |Minmywas & aood airl wh

[i [&01

I
| I
I I
I I
I I

Figure 37: Shared patient infor mation
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Reset
This button is used to clear the fields of information that was entered but not saved. For example, if
you made a mistake and want to start over, use the Reset button to clear the fields of the information

you just entered.
To reset the fields:

1. Toclearthefields of unsaved information, click on the Reset button. Thiswill clear any
unsaved information in the patient comment section. All information that was previoudy
saved will remain in thefields.

Delete Comment
This button is for deleting comments about a patient. Only comments that have been entered by your
clinic may be deleted.

To delete a comment:
1. Clickinthe cell of the comment to be deleted.
2. Click the Delete Comment button in the upper part of the screen.
3. Click OK to finish the deletion.

Palienl commient deleted succe sl by =]

ok |

Figure 38: Dialog box that appearsif the deletion has been successful
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Section 2: Entering and Saving Physician Information
Physician information may be entered to create and track alist of physicians for aparticular patient.
The gray cellswill show the history of physicians that have treated a particular patient. Since thisis
voluntary not all physicians may have entered their information.
To enter physician comments:
1. Inthe appropriate fields, enter the physician’s information.
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Figure 39: Physician infor mation section

2. Click on the Save Physician button to save and apply the changes to the database.
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Figure 40: Dialog box that appear s after a successful deletion

Resetting the fields
If while entering a physician’s information you want to start over, use the Reset button.

To reset the fields:
1. Toclear thefields of unsaved information, click on the Reset button. Thiswill clear any
unsaved information in the Physician fields. All information that was previously saved
will remainin the fields.
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Chapter Five: The Immunization Screen

Overview

The Immunization Screen is used to enter vaccination information for a particular patient. Once a
vaccine is administered, it may be entered and saved to provide aVaccination History.

Note: Remember fields labeled in red are required and must be compl eted.

This screen has these main functions:

1. Entering, Saving, Editing, and Deleting vaccinations.
2. Entering Vaccination Notes.
3. Using the Historical Data Entry screen.
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Figure 41: The Immunization screen

Y ou will notice on theright side of the screen the letters“E,” “C,” “R” and “I.” A red“Y” in the
cell(s) indicates the following:

"E" column Indicates that an exemption exists for this vaccine

"C" column Indicates that a contraindication exists for this vaccine
"R" column Indicates that a reaction to this vaccine was recorded
“1” column Indicates that the vaccineisinvalid
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Section 1: Entering, Saving, Updating, and Deleting vaccinations

This screen allows providers to keep arecord of all vaccinations given. Each vaccination is
individually entered and saved. Once a vaccination is saved, a summary of it will appear in the gray

section called Vaccination History.

Detailed vaccination information can be entered on the left side of the screen. Some fields have drop-
down boxes with information to choose from; others require typing in the information. In addition,
vaccinations may have notes added to clarify any of the entries.

To enter a Vaccination:

1. Enter theinformation required by the red fields in the pink section (except E, C, R, 1).
Note: Thefieldsinred must be completed in order to save.

2. By typing the code or using the drop-down boxes, enter the vaccine information in each
field.

Note: Only enter a reaction when a patient has experienced a reaction. Leave the field
blank if the patient did not have a reaction to a vaccination.

3. You may enter notes for the particular vaccination in the Vaccination Notesfield. Thisis
particularly helpful if you have information about a reaction.

4. Click on the Save button to save the vaccination.
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Figure 42: The Immunization screen
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Chapter Five: The Immunization Screen

Updating a Vaccination

Once avaccineis entered and saved, asummary of the vaccine will appear in the gray section caled
Vaccination History. Y ou may view and/or make changes to vaccines saved. Please see Table 1. Field
Descriptions.

To view specific information about a particular vaccination:

1. IntheVaccination History cells (right side of the screen), click in the cell that has the
vaccine you would like to view. The vaccine information will appear in the fields on the
left side of the screen.

To make changes to a vaccine already saved in the Vaccination History:

1. IntheVaccination History cells, click in the cell that has the vaccine you would like to
alter. The vaccine information will appear in the fields on the | eft.

Note: You cannot alter the information in the red fields. However, you may delete the
vaccination record and start over. You can only delete vaccinations your clinic has
administered.

2. Make the appropriate additions/changes.

3. Click on the Save button to save and apply the changes to the database. (Y ou may be
prompted to enter any missing required information before the record can be saved.)

Table 1: Field Descriptions
The date the vaccine was administered

Vaccination Date

Vaccination Type

The type of vaccine used for thisimmunization

Route

The way the vaccine was administered

Immunization Site

The place on the body where the vaccine was administered

Provider ID The clinic where the immunization was given

Lot Number The number used to identify this particular batch of vaccine
Dosage The amount of vaccine given to the patient

Manufacturer The company which produced the vaccine that was

administered

Financial Class

An explanation of how the particular vaccine was paid for

VIS Version Date

The date that this particular VIS (Vaccine Information
Statement) was printed by the CDC

VIS Issue Date

The date the VIS (Vaccine Information Statement) was given
to the parent or patient

Consent Date

The date the parent gave consent for the child to receive the
vaccine

Vaccinator

The person who administered the immunization.

Reaction

A medical event occurring to the patient that may be
associated with the immunization

Vaccination Notes

Thetext field the provider uses for entering significant
information about the particular immunization
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Chapter Five: The Immunization Screen

Deleting a Vaccination
If avaccination was incorrectly entered, (for example the date or type) it can be deleted and the data
reentered correctly. Y ou can only delete vaccinations your clinic has administered.

To delete a vaccination:
1. IntheVaccination History section, click in the cell that has the vaccine you would like to

delete.
2. Thevaccineinformation will appear thein the fields on the left, click the Delete button. After
asuccessful deletion the dialog box in Figure 43 will appear.
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Figure 43: Delete notification box
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Section 3: Historical Data Entry Screen
The Historical Data Entry screen allows providers to enter past immunizations quickly. Only use this
form to enter historical immunization records.
To enter a vaccination into the Historical Data screen:

1. Click ontheHistorical Data Entry button (in the top part of the Immun. screen) to enter
past vaccinations. The screen shown in Figure 44 will appear:
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Figure 44: Historical Data Entry screen

2. Enter the vaccine information by typing the code or using the drop-down box to choose
from thelist of vaccines. If you entered an incorrect code, the dialog box in Figure 45 will

appear.
@ x|
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Figure 45: Error screen when the input isincorrect
3. Click Ok and re-enter a correct code or choose from the drop-down box.

4. Usethe Tab key or click in the date field. Enter the date (mmddyy) the vaccine was given
(the computer will put in the slashes when you tab to the next field: mm/dd/yyyy).
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5. Enter al historical immunizations and dates. After al historical vaccination information is
correctly entered, click on the Save button to save and apply the changes. A dialog box
will confirm how many vaccine(s) were saved.

6. Click on the Immun. tab to return to the Immunization screen.
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Chapter Six: The Contraindication and Exemption
Screen

Overview

The Contra-Exempt (Contraindication and Exemption) screen is used for entering patient
contraindications and/or exemptions for avaccine, aseries or all vaccinations. It isimportant to be aware
of each recorded and possible contraindication and/or exemption. Some vaccines may be life threatening
and other patient’s may have religious or personal reasons for a vaccine exemption. All exemptions
should be verified by seeing the parent’ s copy of the medical, religious or personal exemption form. If

parents do not have the correct form(s), they may contact their local health department or the Utah
Immunization Program.

There are two main sections to this screen:

1. Entering, Saving and Deleting Contraindications
2. Entering, Saving and Deleting Exemptions

 Contra Exsmgt Age: 1'ears 10 Months s Fatenio [T0E0 vsig D [T54sT54E
Lasthiame  FistMame  MiddieN Gufs BimOss  5SM '.:"'"?' Mother's First Momars Maidan

[ T -l -

Figure 46: Contraindication and Exemption screen
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Section 1: Entering, Saving and Deleting Contraindications

A Contraindication is used for vaccines that should not be administered for any reason. For example, if
apatient has already had the Chicken Pox disease then the Varicella (Chicken Pox) vaccine should not
be given. In the Contraindication section, there are two fields, one for the type of vaccine and the other
for the type of contraindication.

To enter a Contraindication

1. Enter the vaccine by using the drop-down box to pick from alist of vaccines or by typing
in the vaccine code.

2. Enter the contraindication, by using the drop-down box to pick from alist of
contraindications.

3. After both the vaccine and contraindication have been chosen, click on Save. The vaccine
and contraindication will appear in summary form in the gray cells on the right.
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MMUNODEFICIERCY (HOLUSEHOLD COMNTACT)

NELUROLOGC DISORTERS, UNDERLYING NCLUDING SERURE DIS0ORDERS, CERE
- OTHER COMNTRAINDICATI MNP RECAUTIONMMLUINITY MOT LESTED (MLEST A0E TEXT
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Figure47: List of contraindicationsin the drop-down box

When a contraindication is entered and saved it will appear in the gray cells

Figure 48: Saved Contraindications
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To delete a Contraindication:

1. Click onthe gray Del (delete) button beside the vaccination/contraindication that you want
to delete:

* Thediaog box in Figure 49 will appear if the vaccine contraindication is already in
the Central Database. The dialog box in Figure 50 will appear if the vaccine
contraindication isin the Web Record.

— Thie recand Yo e nd K el e s from cenle _|
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Figure 49: Record in the Central database
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Figure 50: Record in the Web record

2. Ineither case, click on Yesto delete or No, to go back to the Contra-Exempt screen.

3. Thebox in Figure 51 will appear after a successful deletion and return to the Contra-
Exempt screen.

— The i i Bsleled wacceualsiy J

e

Figure51: A successful deletion
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Section 2: Entering, Saving and Deleting Exemptions

An exemption may be entered for Medical, Personal or Religious reasons for al vaccines, a particular
vaccine, or a series of vaccines.

Figure 52: Exemption fields

To enter an Exemption for All vaccines:

1. Usethedrop-down box to select from alist of reasons for an exemption from all vaccines
or type in the vaccine code.

2. Click on the Save button.

C DT (PEDIATRIC) MEDICAL Ciel
CIHIEI— LUMSPECIFIED IPEF{SDNAL Del
el

Figure 53: An example of saved exemptions
To enter an Exemption for a Particular vaccine:
1. Usethedrop-down box to select from alist of vaccines or type in the vaccine code.
2. Usethe drop-down box to select from alist of exemptions.
3. Click on the Save button. The vaccine exemption will appear in the gray cells on the right.

To enter an Exemption for a Series of vaccines:
1. Usethedrop-down box to select from alist of vaccine series or type in the vaccine code.
2. Usethe drop-down box to select from alist of exemptions or type in the vaccine code.
3. Click on the Save button. The vaccine exemption will appear in the gray cells on the right.
To delete an Exemption:
1. Click onthe gray Del (delete) button beside the exemption that you wish to del ete.

2. Thebox in Figure 54 will appear if the vaccine exemption was saved as aweb record. The
box in Figure 55 will appear if the vaccine exemption was in the central record database.

o B O W T R I RN I R TR

[ 7 R |

Figure 54: Web record deletion confirmation dialog box

Last revision March 28, 2003 WebKids User’s Guide 40 of 68



Chapter Six: The Contraindication and Exemption Screen

UISIIIT]S)

vea | Ho |

1 Tha racoed vou) v il 10 Sedale i9 Fom seniel ;l
dafabase, itwaell b handled by the nightly load
g g, Do vy wam o coninua?

=

Figure55: Central record deletion confirmation dialog box

3. Ineither case, click on Yesto delete, or No to go back to the Contra-Exempt screen.
» If you clicked Yes, the box in Figure 56 will appear after a successful deletion and

the screen will return to the Contra-Exempt screen.
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Figure56: A successful deletion
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Section 3: Contraindication and Exemption Notification

When a contraindication and/or an exemption is entered and saved it will be displayed on the Patient
Information screen. In Figure 57, you will see that “ Contraindications and Exemptions’ is highlighted
in red on the patient’ s information screen. This particular patient (in Figure 57) has a contraindication,
and exemption recorded in the Contra-Exempt screen. Due to the serious nature of a patient’s medical
reason for not having a vaccine, contraindications and exemptions should be considered with extreme
caution and double-checked before saving.

Patierd ki, Age: 2 'Years 10 Months . PatientiD [30998  USESID [T0451548
Gave |  Deete Clinic amiston | ; | Resel |
LastMame First Msmis Middle M. Suffe  Bith Data 83N FENIRT wother's First Muthers Malden
[MoLisE |mararyy [FLOWEF | |emszo0n [556956T58  ~ «  |JANE [DoE
Fatierl s Middle Harme Sui EEndar EEM Maofhers Maider
[FLovER | [F =] [s2eassras [DoE

Figure57: Contraindications and Exemptions ar e highlighted in the Patient Infor mation screen.
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Chapter Seven: Forecast Screen

Overview

The Forecast screen is a"read-only" screen and it contains no editable fields. This screen provides a
summary view of a patient’simmunization status. It displays an immunization schedule calculated by
the birth date and according to standards devel oped by the American Academy of Pediatrics and the
Advisory Committee on Immunization Practices (ACIP).

Note: The recommendations given on the Forecast Screen in WebKIDS should never replace
or invalidate the advice of a physician. Due dates are given as recommendations only.
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Figure 58: The Forecast screen

Y ou will notice on theright side of the screen the letters“C,” “E,” and “R.” A red “Y” in the cell(s)
indicates the following:

"C" column Indicates that a contraindication exists for this vaccine
(according to the Contra/Exempt screen)

"E" column Indicates that an exemption exists for this vaccine (according to
the Contra/Exempt screen)
"R" column Indicates that areaction to this vaccine was recorded
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Section 1: Printing a Forecast Report

Adobe Acrobat Reader software is needed to print a patient’ s forecast.

Please visit: www.adobe.com to download afree version of Acrobat Reader. If you have trouble with
this download, please contact the USIIS HelpLine 801-538-3440 or 800-678-3440.

To print a Patient forecast:
1.

In the Forecast screen, click on the Forecast Report button (located at the lower right side
of screen). A report will open in PDF format using the Adobe Acrobat software.

2. Once the forecast report downloads from Adobe Acrobat, click on the print icon 5 to
print the forecast. See Figure 59 for an example print-out.
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Figure 59: Patient forecast printout
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Chapter Eight: CASA

Clinic Assessment Software Application (CASA)
In the CASA screen, you can create aflat file that can be imported into CASA. Thisis helpful if you
need to do an assessment of your clinic’simmunization rates.

CASA requiresthird-party software that is not supported by USIIS, please contact the Immunization
Program at the Utah Department of Health (801) 538-9450 for more information.
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Chapter Nine: The Report Screen

Overview
This screen allows you to view and print three different patient reports, they are:
1. Detailed Immunization History

2. School Immunization Record
3. Persona Utah Immunization Record

Adobe Acrobat Reader is needed to view and print reports. If you want to view (not print) areport, use
the HTML option.

Please visit: www.adobe.com to download afree version of Acrobat Reader. If you have trouble with
this download, please contact the USIIS HelpLine 801-538-3440 or 800-678-3440.
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Section 1: Printing Reports
Patient reports available to print:
1. Detailed Immunization History (for the pateint’s chart)
2. School Immunization Record (to take to the school for school entry)
3. Personal Utah Immunization Record (for the patient’ s record)
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Figure 60: Report screen

To print a PDF report:

Note: Your computer must have Acrobat Reader installed for this option to work. Please see
To view an HTML report below if your computer does not have Acrobat Reader.

1. Clickintheradio button selecting PDF (the default selects PDF).
2. Click on the button of the desired report.
3. The chosen report will download and open in Adobe Acrobat.

4. Click onthe print icon 5 to print the report. Close Acrobat (click on the x in the top
right corner of the window) to return to the Report screen when you are finished.

To view an HTML report:
An HTML report isviewed in aweb browser and cannot be printed.
1. Clickintheradio button selecting HTML.
2. Click on the button of the desired report.
3. Thereport will be displayed, for viewing only, in your web browser.
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Chapter Ten: The Administration Screens

Overview

When you click on the Admin. tab, (new applet opens) the Vaccine Inventory Adjustment screen will
appear in anew window. The Administration screens allow you to record, view and print several types
of reports. Provider, Physician and Clinic information may also be updated. The patient information
“dashboard” is no longer on the top of the screen and there are new tabs/screensto select from at the
bottom of the screen.

The Administration screen contains several tabs. For ageneral user the following screens will be
accessible:

Vaccine Inventory Adjustment Screen
This screen adds, adjusts and deletes vaccine inventories within your clinic.

Inventory Screen

This screen alows you to view and print your clinic’s inventory. In addition, vaccine inventory may
be adjusted and/or deleted.

Change Password Screen

This screen allows your administrator to change your login password. Only your Administrator has
user rights to make this change.

Physician Screen

Physician screen allows you to search, add and edit various information regarding physiciansin your
clinic.

Report Screen

The Report screen allows you to customize and print several different reports: Clinic History, Doses
Administered, Reminder-Recall Summary, Batch Forecast reports.
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Section 1: Vaccine Inventory Adjustment Screen

This screen alows you to adjust, add and delete vaccine inventory. It is strongly advised to become
familiar with both the Vaccine Inventory Adjustment screen and the Inventory screen, as they function
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Figure 61: Vaccine Inventory screen

Adding a New Vaccine to the Inventory
When a provider receives a new shipment of vaccines, the Vaccine Inventory Adjustment screen is
used to enter the inventory.

To enter a new vaccine shipment into the inventory:
1. Inthe Vaccine Inventory Adjustment screen click on the New button and begin entering
the vaccine shipment information in the red fields.

Note: The fields labeled in red are required and must be completed in order to save the
entry. Make sure you enter the Dosage amount and whether it isa VFC vaccine or not.
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Figure 62: Entering a new vaccine
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2. Onceadl of the vaccineinformation is entered save the entry by clicking on the Save
button. The box in Figure 63 will appear if the save was successful.

Waccing irvmniany is saved suctcessiuly _|

Figure 63: Successful Vaccine Inventory saved

3. Toview the vaccineinventory, click on the Inventory screen tab to view the vaccine
addition into the inventory. (Use the scroll bar to look through inventory.)
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Section 2: Vaccine Inventory Screen

The Vaccine Inventory screen isalist of every vaccine entered into your clinic’ sinventory. When you
open the Vaccine Inventory screen, adialog box might appear if avaccineisexpired or iswithin 90-

days of expiring.
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Figure 64: Vaccine Inventory screen and example of a“red” expired vaccine

Print an Inventory report

The Inventory report can be used to compare a providers actual (physical) vaccine count, expiration
dates, lot codes etc. with the inventory accounted for in the report.

To print an Inventory Report:

Note: Adobe Acrobat Reader is needed to view and print an Inventory. If your computer does
not have Acrobat Reader, please visit: www.adobe.com to download a free version of Acrobat
Reader. If you have trouble with this download, please contact the US IS HelpLine 801-538-

3440 or 800-678-3440.

1. Click onthelnventory Report button (on the upper right side of screen). The report will
appear first in your web browser and then open in Adobe Acrobat.

Once the Inventory Report downloads from Adobe Acrobat, click on the print icon 5

to print the report. Once the report has printed, close Acrobat to return to the Vaccine

Inventory screen.
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Adjusting the Vaccine Inventory
This screenis helpful to ensure a provider’s physical inventory matches with the inventory entered
into the database. If discrepancies are found between the physical inventory and the inventory entered
into the database, you are able to correct the amount.
To adjust avaccine currently in the inventory:
1. Click onthe Inventory screen tab. The Inventory screen will appear.
2. Usethe scroll bar to locate the vaccine you want to adjust.

3. Click inthecell of the vaccine to be adjusted. The Vaccine Inventory Adjustment screen
will appear with the information of the vaccine you selected.
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Click in the cell that has the vaccine that needs inventory adjustment

Figure 65: Selecting a vaccine for inventory adjustment

4. Adjust the vaccine information by clicking in the field you want to change and typing in
the new information.
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Figure 66: Vaccine Inventory Adjustment screen

5. If you have made a mistake, click on the Reset to clear all unsaved fields.
6. After you have completed the vaccine adjustment(s), click on the Save button.
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Deleting a vaccine from the Inventory

To delete a vaccine from the inventory:

If avaccine has zero |eft in the inventory, has expired or if an entry isincorrect, you may want to

delete the particular vaccine inventory.

Note: When you delete a vaccine inventory, it will not remove any shots that have been saved

into a patient’ s record.

1. Click onthelnventory tab. The Inventory screen will appear.
2. Usethe scroll bar to locate the vaccine you want to delete.

3. Click inthe cell of the vaccine to be deleted. The Vaccine Inventory Adjustment screen
will appear with the information of the vaccine you selected in the fields.
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Figure 67: Click in thecell of the vaccineto delete
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Figure 68: An example of vaccineinfor mation in the Vaccine Adjustment Screen
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4. Click onthe the Delete button. The dialog box in Figure 69 will appear to make sure you
want to delete the vaccine from the inventory.

» Click Yesto delete.
» Click Noto return to the Vaccine Inventory Adjustment screen.

a5 iy BUEE e e in cides T8 resnlon -|

- |

Figure 69: Option to delete or not

5. Thebox in Figure 70 will appear after a successful deletion.
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Figure 70: Example of a successful deletion
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Section 3: The Change Password Screen

This screen allows your administrator to change your login password. Thiswill only change the

password of the person who logged into WebKIDS.

#
Change Your Password

Oid Pasgward |

hbiaw Password |

Fehps Maw Pagssard |

Upaste | Resel |

| | Iiressridery were Adiust | PhySician |__Ru£|L|

Figure 71: Change password screen

To change your password:

1
2.
3.

Type the current password in the Old Password field. (Thisis a case sensitive field.)
Type the new password in the New Password field. (Thisis a case sensitive field.)

Retype the new password in the Retype New Password field. (Thisis a case sensitive
field.)

Click the Update button to change the password.

If you make a mistake, click the Reset button to start over. This only for works for
information not yet saved (updated).
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Section 4: The Physician Screen

The Physician screen is used to enter physician information for aclinic, like the Comment and
Physician screen, both screens track physician information into the USIIS database.
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Figure 72: The Physician screen

Search Button

To search for a physician within the provider database:

1. Inthefields, enter the physician’sinformation (for example: physician’s name, phone
number etc.).

2. Click on the Sear ch button.

3. The physician(s) that fits the criteria given will appear in asummary formin the gray
cells.

4. Click inthecell of the physician you searched for and that physician’s information will
appear in the white fields.

5. Click on the Clear button to clear thefields.

Editing Physician Information

To edit a Physician’s information
Note: Make sure you have assigned a Clinic Physician ID (located in the red field) to each
physician.
1. Clickinthecell of the physician you want to edit and that physician’s information will
appear in the white fields.
2. Enter the changes to the information and click on the Save button to save the changes.
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List Button

To view the entire list of Physicians within your clinic:

Note: If you have more that 25 physiciansin listed for your clinic it is not recommended that
you use the List button to search for a physician.

1. ClicktheList button. Thiswill list each physician for your particular clinic in the gray
cells.

2. Click inthe cell of the physician to view the information in the white fields.

Save Button

To save a Physician’s information
1. When making changes or creating a new entry, click on the Save button to save the new
information.

Clear Button

To clear the fields:
1. Click onthe Clear button to clear the information in the white fields.

Add Button

To add a new Physician:
1. Enter the Physician information in the appropriate fields.
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Figure 73: Entering physician infor mation

2. Click on the Add button to save the information.
3. The summary of the newly added Physician will appear in the gray cells below.
Remove Button
To remove a Physician’s information:

1. Clickinthecell of the physican you want to remove. The Physician information will
appear in the fields.

2. Click on the Remove button and the dialog box “ Physician removed successfully” will
appear, click on Ok.
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Section 5: Clinic Reports Screen
The Clinic Reports screen has four different types of reports to view and print:

1. Clinic History

2. Doses Administered

3. Reminder-recall Summary
4. Batch Forecast

Note: Adobe Acrobat Reader is required to view and print any reports If you do not have
Acrobat Reader, please visit: www.adobe.com to download a free version of Acrobat Reader.
If you have trouble with this download, please contact the USIS HelpLine 801-538-3440 or

800-678-3440.
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Figure 74: The Report screen
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Clinic History Report

The Clinic History Report screen allows users to organize a report by immunization dates, vaccine
type, vaccine series and patient name.

S5 ol s o e R o His

Amage FPawwed | | ieveriorp | Feven Adami | Preywoas m

Comruar AN TN i b
rrrunckeen stk

TR
e |
= |

Fvedkel by (® sl Dak
I wwirws Tame
L Wainrs Tataa
e T R

n (¥ FOF Bl Zun Aegai I
I Hml WenaE

Figure 75: Clinic History Report

To generate a report:

1

w

Inthe “from” field, enter the date range at which the search should begin in (mmddyyyy
format).

Inthe“to” field, enter the date at which the report should end (mmddyyyy format.)
Select the how the report should be sorted by clicking in the appropriate radio button.

Select PDF or HTML. (The radio button defaults to PDF format. Select PDF format if
you would like to print the report. Or select HTML format if you only want to view the
report in your web browser.)

Click onthe Run Report button.
If you selected PDF format, the report will download from Adobe Acrobat. Once it

finishes downloading, click on the print icon 5 in Adobe Acorbat to print the report.

Close Acrobat and go back to the Clinic History Report screen when you are finished.
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Doses Administered Report
This report has two main criteria:

1. Date Rangeor
2. Quarter
Set.up Conditions for Doses Administensd Repor
~  Select Drabe Range (~  Select Quarter
Generate this report for Inquarter (  guarter mullof 200
Immunizations which (~  quarter null of 200
(" quarter null of 200
wera given (" quarter null of 200
from
ta
inage groups [ =1 year =]
[~ 1-Byears
[¥ . 7-18 years
[~ =18years =]
in (% PDF format Fiun Reporn L
{~ HTML format
| |change Password| Lse Menagemen|  imventory | Imven, Adjust | Physician [M

Figure 76: Doses Administered report screen

Report by Date Range

By selecting the Date Range for Doses Administered Report, the report will NOT be submitted to
Immunization Program of the Utah Department of Health. In addition, age groups may be specified.

1

2.
3.
4

On the left side of the screen, select the Select Date Range radio button.
In the from field, enter the date range the search should be begin (mmddyyyy format).
In the to field, enter the date at which the report should end (mmddyyyy format).

Select the age groupsto be included in the report by checking the box beside the age
group. More than one may be selected.

Select PDF or HTML. (The radio button defaults to PDF format. Select PDF format if
you would like to print the report. Or select HTML format if you only want to view the
report in your web browser.)

Click onthe Run Report button.
If you selected PDF format, the report will download from Adobe Acrobat. Once it

finishes downloading, click on the print icon é in Adobe Acorbat to print the report.

Close Acrobat to go back to the Doses Administered Report screen when you are
finished.
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Report by Quarter
When you select dates by quarter, you will be el ectronically submitting your Doses Administered
Report to Immunization Program of Utah, in addition ALL the age groups will automatically be
submitted.

1. Ontheright side of the screen, click in the Select Quarter radio button

2. Click intheradio button to select the particular Quarter you would like to view and print.

3. Sdlect PDF or HTML. (Theradio button defaults to PDF format. Select PDF format if
you would like to print the report. Or select HTML format if you only want to view the
report in your web browser.)

4. Click onthe Run Report button.
5. If you selected PDF format, the report will download from Adobe Acrobat. Once it

finishes downloading, click on the print icon é in Adobe Acorbat to print the report.

6. Close Acrobat to go back to the Doses Administered Report screen when you are
finished.

Reminder-Recall Summary report
This report alows users to generate a patient reminder list for shots that are due according to the due

dates that the user entered.
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Figure 77: Reminder-Recall Summary screen

To generate a Reminder-Recall Summary report:

1. Ontheleft side of the screen, enter the age group by clicking in the appropriate radio
button or by typing in the number of year(s) and month(s) old to select a custom age

group.
2. Select the appropriate patient status radio button.

3. Ontheright side of the screen, select the vaccine type(s) by checking the appropriate
boxes.
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4. Enter the date range by typing in the date (mmddyyy format) to begin and end the report.
Note: These dates must be for future dates for immunizations that are due.

5. Select PDF or HTML. (Theradio button defaults to PDF format. Select PDF format if
you would like to print the report. Or select HTML format if you only want to view the
report in your web browser.)

6. Click onthe Run Report button.
7. If you selected PDF format, the report will download from Adobe Acrobat. Once it

finishes downloading, click on the print icon é in Adobe Acorbat to print the report.

8. Close Acrobat to go back to the Reminder-Recall Summary report screen when you are
finished.

The Batch Forecast Report

A Batch Forecast is areport that is based on Patient ID’s. It finds each forecast for every Patient ID
entered into this screen.
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Figure 78: Batch Forecast report screen

Batch Forecast Report
1. Onthefirst ling, typein the Patient 1D number.

2. Tabinto the next line to enter the next Patient ID number. Enter as many as you want
reports for. Use the scroll bar if you need more linesto typein.
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Figure 79: An example of a Batch ID forecast entry
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3. Sdlect PDF or HTML. (Theradio button defaults to PDF format. Select PDF format if
you would like to print the report. Or select HTML format if you only want to view the
report in your web browser.)

4. Click onthe Run Report button.
5. If you selected PDF format, the report will download from Adobe Acrobat. Once it

finishes downloading, click on the print icon 5 in Adobe Acorbat to print the report.

6. Close Acrobat to go back to the Batch Forecast Report screen when you are finishe
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Utah Department of Health

Office of Vital Records and Statistics
USIIS Program

Box 142001

Salt Lake City, UT

84114-2001

HelpLine:
(801) 538-3440 or 800-678-3440

Web Site:
WWW.USIIS.org
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